
REGISTERING 

A BUSINESS
COMPANION 

GUIDE 

Topic:

Step by step instructions on 

how to electronically 

register a business with the 

Connecticut Department of 

Revenue Services using the 

online Taxpayer Service 

Center (TSC).

www.ct.gov/drs

www.ct.gov/register

*Information provided in this Registering  a 

Business Companion Guide is subject to change. 

www.ct.gov/tsc



Beforestartingtheonlineapplication,you mustconnectto a printer if you want to print theconfirmationpageout at theendof the

application. Do not exit out of thedisplayedconfirmationpageat theenduntil you havewritten downyour confirmationnumberor

printedthepage. Theconfirmationpagewill only popuponce.

After successfullycompletingthe online registrationapplication,the applicationwill typically take7-10 businessdaysto process

andyou will receivelettersin the mail from DRS. Watch the next video in this seriesentitled,ñGettingStartedin Business,òfor

detailed information about what letters to expect in the mail from DRS, the TaxpayerServiceCenter (TSC), and your filing

requirementsandduedates.

If at anytime you requiretax advicepertainingto your business,consulta tax professional.

1. STARTING A BUSINESS 
ONLINE TUTORIAL

3. SALES AND USE TAX 
OVERVIEW

ONLINE TUTORIAL

2. GETTING STARTED IN BUSINESS
ONLINE TUTORIAL

General Information
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Federal Employer Identification 

Number (FEIN )* :

Have the following information ready beforestarting the online 

application:

*If applicable

Not Sure?

Click Here

Business ID* :
Not Sure?

Click Here

Bank Account Information* :

Business Ownerôs Information:

FEIN is from the Internal Revenue Service (IRS).

Business ID is from the Connecticut Secretary of the State (SOTS). 

For Example: Sole Proprietorship, Limited Liability Company (LLC), S-Corporation, C-

Corporation, etc.

Certain permits or licenses require payment for upfront registration fee(s) that are required to be 

paid at the time of registration using a bank checking or savings account.

Owner/Member/Partner/Officer Personal Information is a required field of the application. 

Determine Business Structure:
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https://www.irs.gov/businesses/small-businesses-self-employed/employer-id-numbers
https://www.irs.gov/businesses/small-businesses-self-employed/employer-id-numbers
http://portal.ct.gov/sots
http://portal.ct.gov/sots
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www.ct.gov/register

To get to the Online 

Registration Application 

Page, go to:

www.ct.gov/register After reading all of 

the information, 

(including 

Informational 

Publication 

2017(25), Getting 

Started in 

Business,) click 

ñnextò to start the 

online application.
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http://www.ct.gov/register
http://www.ct.gov/drs/lib/drs/publications/pubsip/2017/ip2017-25.pdf


Decide which statement best 

describes your situation. 

Sometimes, more than one 

option may apply so pick the 

one that most closely fits why 

you are registering.

óReason for Registeringô 

Section
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óBusiness Profileô Section

PART 1: Business Information 

You must know the óTypeof

Organizationôyou want to be,

beforeregisteringyour business

with DRS. DRS cannot advise

you on which organizational

type to form. Contact a tax

professionalif you are in need

of further assistance in

determining your business

structure.

When selecting your Type of

Organization,make sure to be

specific.

For example,if you area Single

Member LLC (SMLLC) make

sureto click thatspecificoption.

Click on the drop

down where it says

óPleaseselectéòto

see the types of

organizations.
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óBusiness Profileô Section

PART 2: Nature of Business Activity

Select the box(es) that most closely 

fit your business. For example, if you 

are a business that plans to sell 

clothing, you would click óRetailer.ô 

If you feel you do not fall into the 

first four categories, click other and 

explain in detail.

óBusiness Profileô Section

PART 3: Major Business Activity

You must provide a detailed 

description of the major business 

activities. For example, if your 

business is a clothing store, you 

could enter, ñSelling both new 

and used clothing, shoes, 

handbags and jewelry.ò 

You cannot leave this field blank. 7



óBusiness Profileô Section

PART 4: North American Industry 

Classification System (NAICS) Code

The NAICS Code 

helps DRS classify 

the type of 

business. Click 

if you need to look 

up your NAICS 

code.

After clicking the      button, you will be redirected to a new 

webpage, the United States Census Bureau website. On this 

page, you can do a NAICS Search by entering in a keyword 

that most closely fits your business. In this example, ñclothingò 

was entered into the keyword field. Click ó2017 NAICS 

Searchô to pull up a list of NAICS codes.

After the list of 

NAICS codes comes 

up, look for the 

description that most 

closely fitsas 

sometimes the 

descriptions are not 

always an exact 

match. In this 

example, óUnisex 

clothing storesô best 

fits the type of 

business.

Go back to the DRS Registration 

Application page and enter in the 

NAICS code that best fits your 

business. 
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CLICK HEREto go to the US Census Bureau Website

https://www.census.gov/eos/www/naics/


óBusiness Profileô Section

PART 5: Business Name & Address

Enter in all of the business 

information that is requested on this 

page. 

If you forgot your FEIN or are not 

sure if you need an FEIN 

to be directed to the IRS website. 

If you are not sure if you need a CT 

Secretary of the State (SOTS) 

Business ID, to be 

directed to the SOTS website. If 

you forgot your SOTS Business ID, 

. 

Remember that the physical address 

of the business cannotbe a PO Box. 

You will need to provide an actual 

physical address for the business. 
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Click here

Click here

Click here

https://www.irs.gov/businesses/small-businesses-self-employed/employer-id-numbers
http://www.sots.ct.gov/
https://www.concord-sots.ct.gov/CONCORD/online?sn=PublicInquiry&eid=9740


óBusiness Profileô 

Section

PART 6: Mailing Address

If your mailing address is 

different from your 

physicalbusiness address, 

you can provide it in this 

section. Otherwise, check 

the box.

Provide a valid business 

telephone number and bank 

name to ensure your 

registration application 

does not get delayed.
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óOwner and Officer 

Informationô Section

PART 1: 

Owner/Member/Partner/Officer 

Type

List all Owners, Partners, 

Corporate Officers and LLC 

Members. Continue to óadd 

anotherô until all are listed.

If you are a Sole Proprietorship 

or Single Member LLC but this 

section is requiring you to 

provide more than one 

member/partner name, you will 

need to fix the following: On the 

previous webpage, make sure 

your Type of Organizationis 

listed as Sole Proprietorship or 

Single Member LLC not as 

ñLimited Liability Companyò or 

a different incorrect selection.
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óTax Type Registrationô 

Section

PART 1: Tax Type

The Tax Type Registration page 

you see might slightly vary.

*The tax types with an *asterisk*
have a fee that is required to be 

paid with the online registration 

application.

*

*

*

Click                 and in 

each section answer yes 

or no along with any 

other questions. Then 

click ónextô once you 

have completed all tax 

types.
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Helpful Resources for 

Income Tax Withholding:

ǅInformational Publication 2018(1), 

Connecticut Circular CT Employer's Tax 

Guide. 

ǅInformational Publication 2016(8), 

Connecticut Tax Guide for Payers of 

NonpayrollAmounts.

ǅPolicy Statement 2015(5), Income Tax 

Withholding for Athletes or Entertainers.

Helpful Resources for 

Business Entity Tax:

ǅInformational Publication 2016(14), 

Q&A on the Business Entity Tax 

ǅInformational Publication 2017(25), 

Getting Started in Business, Page 33.
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